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Culad, Managemeat Staff
Chief, Records Mensgesent Staff

Weekly Report - Weex Ending © Bowember 1557

1. Contrimtions
a. lYengivle

(1) Completed installing the subject-mumeric filiug system in ORR/
Services Division (Offfce of the Chief snd six dranches), in
the Office of the Chief, CRR/Materials Divisicn, and in the Plams
Btaff, Cffice of Persemmel. These {nstallatioss coutinue to
"trigger” dispositica getivity. Talrty-five cubic feet of
records were either retived to the Centar or destroyed, releasing
space equivalent to almost 44 safe cabinets.

The Fecoxds Cester received 451 cubic feet of imsctive records,

b3 cubic feet more than last week. The sccessioning rate has
steadily risen from s meathly volume of 563 cublc feet ia May

to an averapge of about 1,000 cubic feet in Septemder snd Octeber.
The deastruction of records las sveraged 20 cabic feet per day since
the incinerator was recently secured behind s darrier.

(3) Completed eleven new and five revised forms. Three of the new

ferms were developed in one day to meet an urgeat request of
the Office of logisties.

b. dntangible

(1) Develcped and presented a revised Records Nenagement displey
for the DD/S Support Exhibit.

Assignments Active

a. Audit of Records Control Schedules

{1} Cffice of Perscunel - 90% complete. Awaiting retura of 4raft
schedule from DD/Pers.

(2} orfice of Oporstions - 50% complete.
. Installation of Filing Systeus

(1) ORR - Gystems completed as shown umder contriduticos. Installations
contimuing in the Meterials Diviaien.Project 355 complete.
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(2) Cirlee of Persommel - Complated fnstalling the system in toe
Plans Staff brisging the total musber of installaticas to aix.
Survey of Persommel-~-Type Vital Records
Tvelve new and ten revised forms in prusess.
Formus Management Study, FPrinting Services Divisien.

Beview of Requisitions for Plling Luipment and Suppliss. Approved one
requisition for mw fils folders.

Shelf Pile Installations

{1) - Proposed plan spyroved.
{2) urrice of Communications » Developing preposed floor plan.
a. May Librery Division Filing System Survey - Project 15% complete.
Apsigmments Insctive
" 8. CI/CA Space layout and Equipment Survey
Industrial Register Sholf Pile
Office of Security Shelf File

Fivamce Division 8helf File
Audit of Commercial Staff Hecords Cestrol Schedule
CCi Records Control Sededule

flews

a. SHational Security Agesey 1s considering use of the format end eomstruction
of the CIA Informeation Report.

B. | |ef OCR essisted in teemsferring to the Records Center 3,701 roels
of IR microfilm formerly stored in the VM Repository.

The incressed pusber of files lostsllations reported uader contridutions
resulted from greater participation by Cperatisg Office Iiles perscuel,
during the installation phese. In (RR Sorvices Divisicn, we were abls
to install six systame in ss Seny days. Perticipation ves geined by top-
level support from the Divisien Chief and a training sessisn given by this

staff. %e are contemplating & similsr appreech in the Cffice of Ferscmnel
and in cm/n.mm; Division.
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